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PART ONE: Retrieving your VILT Certificate (“Entry Ticket”)

1. In order for learners to complete their learning pathway, a Virtual Instructor-Led
Training (VILT) component is required.

2. After completing the self-paced training in your learning pathway, you will be issued
an unsigned certificate which will serve as an "Entry Ticket" to the learning
pathway’s VILT component. You will receive an e-mail saying that it is time to
retrieve your ticket.

e This Entry Ticket will serve as proof to the authorized eVA trainer at your
agency/entity that you have completed all the requirements for attendance in
the Virtual Instructor Led Training (VILT).

o Entry tickets look like the sample below with a space for the eVA trainer to
validate after you have taken the VILT.

OID - EXAMPLE ONLY

CERTIFICATE

Anheried ¢V Trdoes e Only

VOID - EXAMPLE

3. This ticket will need to be provided to an authorized eVA trainer at your
agency/entity PRIOR to taking the VILT. If you do not know who your authorized
trainer is, please refer to this list located on the eVA Transition Training website.
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If your agency/entity does not have an authorized eVA trainer, you will provide this
Entry Ticket to your DPS trainer. More information about the process for signing up
for VILT courses led by a DPS trainer is forthcoming.

4. You may find your ticket in the Resources section of the Catalog course in the VIP
LMS. You may also find it listed in your "Transcript" for download. Please see the
screenshots below for a look at how these tickets may appear.
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5. Your entry ticket has an expiration date. Should your ticket expire, you will need to
retake the learning pathway’s self-paced training and assessment in order to be
issued a new ticket.

PART TWO: Returning your VILT Certificate (“Entry Ticket”)

1. After you complete the VILT course, your trainer will return a signed copy of the
certificate to you.
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2. Navigate to the VILT course in the LMS. In the course you'll see an “Uploads” tab.
Clicking on the tab will take you to a location where you can upload your signed
entry tickets from your received virtual instructor-led training.

Course Content Uploads

Instructor Led Training must be completed by attending live training sessions with y

Instructions are located within this course on how to complete the validaiion proc

Course Confent

4 Retrieving Your "Entry Ticket" To eVA Instructor Led Training
@ Retrieving Your Entry Ticket

Status: Not Started

3. Click on the “Upload” button to upload your signed ticket for approval. Any upload
issues should be reported to the VIP Learning Management System help desk at
absorb@dgs.virginia.gov

***Please note that unsigned certificates/tickets will be denied.

Uploads

View the PDF documents in this course for full instructions on how fo refrieve and return your entry tickets for final course completion.

. Certificate of Complefion: Catalog Instructor Led Training

4. When your uploaded signed ticket has been reviewed and approved, you will
automatically see completion of the VILT item in the VIP LMS along with all
associated certificates and badges. Congratulations!



